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Comprehensive Exit Report@ October 22, 2018
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The Oklahoma State Department of Education (OSDE) has developed an implementation plan to calculz
GKS aidl S Q¥ear@§tBd\dotiort @addahidn Rate usinglentlevel data transmitted to the
state and certified by districts. The studentS @St RIF G A& NBOSAOSR 0 GK:
A0dzRSY G AYyF2NXIGA2Y aéadSya OAl GKS hifl Kz2thme Qa
Wave.

Three reports will encompass the overall reporting process that will allow for the FederaMeaur
Adjusted Cohort Graduation Rate to be calculated automatically beginning in 2016.

1. Comprehensive Exit RepartBeginning in October of the 2022914 schol year, this
report will provide the Exit Reas for every student in gradesc¢712 from the previous
school year.

2. October 1 Consolidated Repartin addition to providing the necessary information for
state and federal reporting in a consolidated repahis report, beginning in October of
the 20132014 school year, will provide a longitudinal look at students and their grade
levels and allow for the cohort year to be set accordingly.

3. Historical Adjusted Graduation Cohort RepoiThis includes all thetudents who had a
gt AR SyNRffYSYyd G GKS aoOKz22f 6K2 KIFa GK
certifies the final graduation status of these students that will be used in the official
graduation rates for Accountability and for federal reportpigposes.

1.1-Purpose

The purpose of this manual is to provide a stpstep resource for accessing and submitting the
Comprehensive Exit Report to The Oklahoma State Department of Education for review and
approval.

1.2-How to use this documen

This document is intended to be a stbg-step guide for reviewing and submitting the
Comprehensive Exit Report. To access successfully, follow the steps outlined in this document.
For assistance with a specific section, identify the exact area in the daBbntents and navigate

to that section with a click of the mouse to follow the instructional steps. If you have any
questions regarding this report, please contact the State Department of Education &2205

5169 for assistance.

1.3- Version Changes
1 Removed the Drop Out Report as one of the reptrtt will be used in the calculation of the
Adjusted Cohort Graduation Rate.
1 Updatedrules on using®n SreenData BtryQ

OKLAHOMA STATE DEPARTMENT OF l1|Page

EDUCATION

CHAMPFPION EXCELLENCE




Comprehensive Exit Report@ October 22, 2018
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Access to the Comprehensive Exit Report is provided to a user by the District Superintendent through
SingleSignphy {28aiSY® LYRA@GARdAzZ ta ¢K2 | fNBFRe KI @S
G5AAGNROG ! RYAYA &GN theNWaveN@llta®tomhtidailyAbd granked accss o KHe
| 2YLINBKSYyaArA @S 9EAG wSLERNI® !ttt 20KSNBR gAttf yS
assigned to them.

The Superintendent will need to grant access to each person whom they woutd h&eiew or submit the
report. This will include the site level person who will complete each site level report and any othi
individuals.

2.1- o to the Wave Portal

To begin, go tthe SingleSign Onvebsite(https://sdeweb01.sde.ok.gov/SSO2/Signin.gstng in and choose the
GeKS 21 @SQa t2NIlfé 2LWGA2y FTNRY (K Sto-pefsénidepending are &
what other appications they have access to.

OKLAHOMA

State Department of Education

%% Home/ Applications : X ) § i ) i
Your SSO2 session has expired. You must sign in again to continue using the system.
@ Aoout This Site
© Helpful Links
Welcome to the new Single Sign On system. If you have an existing username and password for the previous
47 Signin Single Sign On system you may use that here. If you do not have an account you may create one now using
the link below.

A If you are having trouble signing in please click the link below to recover your username or password. If
you need assistance please contact the OSF Help Desk at (405) 521-2444 or at (866) 521-2444.

Username: leea.mote

Password:

Sign In

&u Are you a new user? Click here to create an account

™% Username problems? Click here to recover your username.
ro )

P ‘ Password problems? Click here to recover your password

Figure ® Single Sign On L-agScreen

OKLAHOMA Single Sign On €

State Department Of Educat|0n Welcome Training Example - Sign Out

7 Home/Appiicatons ~Home / Applications Select

S anywhere in e
2 Your Account Applications this box These are your current applications
© About This Site == The Wave's portal. (291099) Example District

&) Links And Docs Comprehsensive Exit Report

) Sign Out

Figure 2 Sinde Sign On Application List
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Comprehensive Exit Report@ October 22, 2018

2.2- Go to the Comprehensive Exit Report

Once into the Wave go to the Reporting tab and select State Reporting Certification. This is the applica
where reporting certification will take place. Once into the State Reporting CertificApphcation you can
scroll to the bottom of the screeand it will list all of the current reports. Select the Comprehensive Exit
Report in the Report Link column. Below is a list of the different columns in this table.

Column Descriptions:
A Report Link The link that will take you into the actuajport
A Status- The "District" status. This will only change to the next level when all school sites associated wit
that report for your district reach the next level. There are four levels "Not Started,” "In Process,"
"Confirmed," andCertified."
Report Opens The first day you can access teport.
Due Date The day the report is due to loertified.
Contingent Report(s) This indicates the report requires another report to be completed first. You will
not be permitted to begin a report that is contingent upamother until the other report shows a status
of "Certified.” If "None" is listed, the report is NOT contingent and can be started on or after the "Repor
Opens" date.
A Report Note- This is a summauf the report. Clicking on this will provide you wittidrmation related
to this report (e.g. purpose, applicable state or federal laws, new additions or functions in the report).
A Program Area / Phone #The State Department of Education program area responsible for the
collection of this report and the pm&@ number you should call with questions related to thisort.

the @ =

‘Oklahoma Statewide Student Information System
_ Janet Barresi, State Superintendent __

> > >

You are here: Home

DTool Reports

: Early Wamning Indicators
Select the Reporting tab S f i)
and select State e
Reporting Certification acode

StateRepmtmg Certification
Districts: Sel ™ISt icH ~ Student Transfer System
- Surfing Reports

VVendanrs- Select a Vendor! v
Figure 3 The Wave Reporting Tab, State Reporting Certification
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Comprehensive Exit Report@ October 22, 2018

State Reporting Certification a8
Welcome to the State Reporting Certification Application. To begin, select a report from the list below:

Historical Reports

County/District Code:

Select Report
 p— A Contingent Report(s) Report Note Progg:;nn xea I
e : s None New Report / Read Me Accountabilty and
Staned || 10/2130:00 S i

Figure 4 State Reporting Dashboard

2.3- Select Site and Reporting Status

¢2 0S3AAY GKS NBLRNI Of A0l 2y I aOKz22f Ay siekierea O
Aa | AAGS adlrddza G2 AYRAOIFIGS 6KFG LINIG Ay GKS LX
is a graphical resentation of the statuses that the report goes through. On this screen the following function
are avdlable:

A Confirm- Only the Superintendent and Site Principal will be able to click the "Confirm" button.
This will lock the data so that it can no lendpe edited. It will still bgiewable.

A Release Only the Superintendent can click the "Release" button. This will undo the "Confirm"
and allow the data to be edited again. Do not call the State Department of Education to have
a report "Released" from @éirmation. Only the Superintendent can perform tkask.

A Certify- Only the Superintendent can click the "Certify" button and only after all of the schools
are listed with a status of "Confirmed." This will lock the "Release" bsbaihatthe report
can no longer be edited by the district. Only the state can unlock the Certified Report. Call
the phone number on the State Reporting Certification Dashboard associated with this
report to have the reportinlocked.

Not < p:
0 Started a InProcess ewnﬂrmed o Certified

No user has At least one The
logged in to person had Principal has
look at the logged in to confirmed

report. look at the the report.
report,

Figure 5 Reporting Statu@
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Comprehensive Exit Report@ October 22, 2018

Comprehensive Exit Report

| State Reporting Home Page |

Select Site  Select a school site to review by clicking on the site name.
The Certify button will be enabled for the District

Superintendent when all Site Statuses are indicated as
Confirmed.
Select to view
Site level report

Site Name Site Status

Not Started

Figure 6 Site Status Screen

2.4 - General Navigation
Once in the Comprehensive Exit Report, there are standard buttons and links on every screen. The
Navigation buttons at the top allow you to go between different sections of the atipiic
A SiteSelectorg thisreturnsyouto the SiteStatus screeto selecta different site or Confirm/Certify.
A On ScreerData Entryc This page will list afif the studentswho attendedyour school lasiyear
in grades9 ¢ 12. You will have thability to Edit threepiecesof information about the student
on this page:1. Thed / 2 K2 NHIT ¥ £ D& R dzi- (i (F @oplicaBld)andisdk S & w S LI2 NI
[ G§S32NE d¢
A FinalReport¢ TheFinal Reporpage willsimplybe a copyof the On ScreerDataEntrydate but
without the editingfunctionality.
A Reporting Tools-Contains reportshat will assistyou in completingthe ComprehensiveExit
Report.

State Reporting Certification

l State Reporting Home Page -
Navigation
([ Site Selector ] Final Report ] [ Reporting Tools ] ‘

On Screen Data Entry

Figure 7 Navigation
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Thissection provides a stepy-step process for completing the On Screen Data Entry page.

3.1- Reporting the Data

The datan the On ScreerDataEntry pagas entirely prepopulatedfrom other reports,but maybe in
needof editing. Theinformation containedn this page DOES N@dme directliyffrom yourlocal Student
Information System. Changes madgourlocal system WILNOTaffectthisreport. It isa static report
that is populatedfrom otherreportsand alleditswill be madeon screenin the application.

The October 1 Consolidated Report and the SMART Report from the previous school year should have
contained the names of every student who attended your school last year. The hames of these students
were carried over into this port. In addition to the name of the student, other fields were populated
with information:
f Report Category, TheReport Category concludé®e d G I (i S Y Sagtiime tnys¢héhad
this studentin membershipduringthe previousschoolyear(i K S &Scfior.2)
1 Cohort Clas®©f ¢ Thisis a four-digit year. This yeaiis determinedthe first time a student
enters ninth gradeand shouldnot be changed againt isthe expected graduatioyear fora
studentwhowould graduatein four years(Sectior3.3)
1 GraduationDatec If the student graduatediuringthe previous school year, this shodddthe
graduationdate.
1 Enrolledin OK¢ After filling in the studentsfrom last year, thesystem looked through the
O dzNNE y data® Seeiltfiz tudentwasenrolledin anOklahoma schodhis year. If it
found thestudent,it placeda & , Sréhis box andill in the Current School column withe
County/District/Sitecode of the current schoolThisis simplya tool to assistyou in locating
the studentto help you filin the Report Categonyjt does not needo befilled in or edited.
9 Current Schoot Asmentioned abovethisisthe schoolor a schoolthe studentwasfound to
be enrolledin for the current yearas of September 3. It does not needo be filled in or
edited. It issimplyatool to assistyouin fillingin the correct ReporCategory.

All of the data was prpopulated into the report using multiple sources of data to attempt to determine

the Report Category, the Cohort Class Of, and thdwtion Date. It is very likely that some of the data

may be inaccurate as the Wave system does not contain data from out of state or from private schools
within the state.The last known status of the student over the summer cannot be determined by the

W @S aedadasSy Ay Ylyeée AyaalyoOoSao ! o0Sad a3dsSaas ¢

How to complete this report:

Reviewthe Report Category, the CohoraSs Of and the Graduation Dateakéanynecessary changes

to correctthe Report Categorgata on the screen Please note thathis isthe onlyfield that canbe

edited. If you have any questions regarding the Cohort Class of, please contact the Accountability Office
at 405522-5169

6|Page
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Comprehensive Exit Report@

3.2- Report Category
The Report Category finishes theli I G SY Sy

October 22, 2018

aadlrdsSySyid a¢KS trad GA

YSYOSNEKALI RdZNAY3I (GKS LINBOA2dza a0K22f

@SN GKSe@

Report Category Description and Use Cases

Graduated Thestudent completedall of therequirementsto
receive a standard High School diplomaon or
before September30th of the following school

year.
Exited to Another Diploma The student exited priorto the end ofschoolor
Issuing School exited during the summerto go to another

diploma issuing schoolhisincludesa different
school inthe same district (LEA).

applicable.

Dropped Out ¢tKS {GFGdSQa

If astudentdropsout but can beplacedon the 4th
quarter re-entry report, this codewould not apply
becausea different code above or below sore

5STAYAUGUAZY 2

Emigrated The student left the country priorto attending
schoolin the followingschoolyear.

Died The student passed away prior to attending school
in the following school year.

Exited to a Noiploma Issuing Thestudentexitedto attendaschookhat does not
School or Institution provide astandarddiploma.OR

Thestudent exiteddue toincarcerationn afacility
that doesnot provide educational servicéisat can
lead to a standard diplom&@R

The student left to go to any otherfacility or
locationthat does notprovide educational services
that lead to astandarddiploma.

Exited to Homeschooling Thestudentleft to be homeschooledImportant:
Donot usethis code if thestudentexitedto attend
an online virtual schoothat is accreditedby the
StateDepartment ofEducationg in that instance,
it would beanexitto adiploma issuingchool.)

Exited¢ Received their GED The student left and has passed the GED.

OKLAHCMA STATE DEPARTMENT OF
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Comprehensive Exit Report@

October 22, 2018

Exited¢ Reached the Maximum
Age for Services

The student has reachedthe maximumage for
serviceand thuscannotbe countedasadropout.

Exited¢ Suspension

The last known exit for thistudent was a
suspensionput the studentis not considereda
drop out becausethe time for the suspensions
not completed.Thisis typicallyusedin the cases
where a longterm suspensions inplace thatwill
spanacross morghan oneschoolyearor when
the suspensionccurgightatthe endofthe school
year. Please note thathe schoolyear 2017¢ 2018
would be that last year that wevould expect this
report category Startinghe schoolyear 20182019,
students who are suspended out of school for any
length of time is no longer dropped fraie roll. For
more information, please see th&uidance for
Attendance and Suspensions

Exited¢ Completed IEP, but did
not receive a diploma

Thestudent completedall of the requirementson
the IEPbut did notreceivea standard diploma
becausdheyare unabldo meetthe requirements
of a standard diploma anthey will no longerbe
returningto school.

FinishedOut the Yeat Returned
nextfall (same school)

Thestudentwasin membershipon the last dayof
schoolandreturnedto the sameschoolin the fall.

Exited¢ Over Compulsory Age

The student is over the compulsory age for
attendance and thus cannot be counted on the
dropoutreport.

Permanently Incapacitated

Thestudent is permanently incapacitated.

OKLAHCMA STATE DEPARTMENT OF

8|Page

EDUCATION

CHAMPION EXCELLENCE


https://sde.ok.gov/sites/ok.gov.sde/files/documents/files/Suspensions%20Rule%20Change%20Guidance_0.pdf
https://sde.ok.gov/sites/ok.gov.sde/files/documents/files/Suspensions%20Rule%20Change%20Guidance_0.pdf

3.3- Cohort Class of

The Cohort Class Of is set the first time a student enters the ninth grade. After it has been set, it is not
changed regardless of what happens to the student in relatigetention or graduating.

To determine the Cohort Class of;

1. Determinethe yearthe schoolyearthe studentfirst enteredninth grade(e.g.20182019
2. Addfour to the yearwhenthe studentfirst enteredninth grade(e.g.2018+ 4 = CohortClass
0f2022

+ August 2018 Cohort Clas:
G 9" Grade of 2022

May 2018¢
8th Grade

January 2014 Cohort Class
oth Grade of 2023

August
2019¢ 9th
Grade

May 2018¢ August
2018¢ 9"
Grade

Cohort Class o

2022

Figure & Determining Cohort Examples

9|Page
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Comprehensive Exit Report@

3.4- Report Category UpdatBrocess

In order to make changesy

iKS a

left of the individual record and correct the record.

October 22, 2018

g aA

0 dzR Sy (aQRaY Lt SBLI2ONTIA O I (0SKaR2 NBER A § ¢

State Reporting Heme Fage

Sile Selecton
On Screen Data Entry

sSelect Site:

Site Status: InFrocess

Schood [D

I |
[Eat| TEIODITOS oo
[Eat]  rawaiTos 10

Final Reparl

Example School [F05) b

o

101122458

Finished
dut the
Year
12 =
Finished
Sut the
Yaar

121458

1001654321 BE4321

mie
UL -

Exited to
h

1001 555555 EEEEEE

Reporting Tools

First Masme

John

Jane

William

| Restore Original File |

Hiddle Namse Last Masme

Dos Smith
Doe Smith
John Jones

Figure & Update Report Category
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Comprehensive Exit Report@ October 22, 2018

3.5-Filter Grid

The data grid can be filtered based on filter criteria you enter. At the top of each column under the
column header there is a space for you to enter filter criteria, once you enter your filter criteria select the

icon that looks like a conlE). This wilbring up a list of filter options (contains, equal to, etc.). Select

an option and the report will filter based on your selection. You can filter on multiple columns at one

time (e.g. Grade and Gender). When you want to remove the filter criteria shie@tter button again,

YR aSt SO0 ab2CAfGSNWE ¢KAAa oAff NBY2@S GKS FAL
columns, you will need to do this for each column to remove ALL filters.)

NofFilter
Contains
DoesNotContain
StartsWith
EndsWith

EqualTo
NotEqualTe

GreaterThan
LessThan
GreaterThanOrEqualTo

LessThanOrEqualTo Free/Reduced Economic Immigrant Section 504
Between Disadvantage
¥ | o) | ) | v

NotBetween :”z] | ‘D

IsEmpty
NotlsEmpty Free Yes No No

IsNull
NotlsNull
Figure 15 Enter Filter Geria andselect Filter Button

3.6- Change the Report View
In the gridview, you can change the order of the columns by dragging the column and placing it where
you would like for it to appear. Hover over the column that you would like to move until it likeks

{I\
crosshairs; ™/, select the column and left click and hold the mouse button down, drag to where you
want the column to move and release the button. This will release the column and move it to that
location.

=5 Drag to group or reorder =
[ ”_Y_ l L g ni lp II_Y_ D HH ll |:
Brown Duane J 7/9/1993 No
Fonda Jane Sue 4/4/1995 No

Figure 16 Dragging to Reorder Columns
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Comprehensive Exit Report@ October 22, 2018

You caralso sort the report by selecting the column title. This will sort the regiptiabetically based
on the column header you selected.

{b Click here to sort

[ |2 | 52
Brown Duane 123456 J
Fonda Jane 123 Sue

Figure 17 Column Sorting

3.7- Confirm the Report

There are two ways to confirm the report, through the Final Report screen or on the Site Selector Screen.

On the Final Repogage LISNE2Y 6AGK (GKS a{A0S t NAYOALI f £ NJ
GKS a/2yFANXYE odzitiAy aBOUGANBAGSRAzILRPYR2@URDI Y8R

t N2POS&aaé¢ adlddzazr e2dz R2 y2i KI @S GKS LINZLISNJ I dzi
¢tKS 20KSNJ YSGK2R G2 O2yFANXY (GKS NBLR NI hanegtheg/ (GKS {
a/ 2y T uttdlvil bedavailable to those with the appropriate access.

State Reporting Certification

Only the Principal
or Superintendent
can see this button
activated.

| State Reporting Home Page |

[ Site Selector ] [On Screen Data En(ry] Final |

Reporti

Final Report

Select Site: lTempNamE(999) v Confirm | || Release
Site Status: In Process

Figure 12 Confirm Button on the Final Report page

State Reporting Certification =

e Page

Select Site Select a school site to review by clicking on the site name.

The Certify button will be enabled for the District
Superintendent when all Site Statuses are indicated as
Confirmed.

Only the Principal
or Superintendent
can see this button
activated.

Vi
Site Name Site Status —E
preees) _— ( )
Figure 18 Confirm Bitton on Site Selector page
OKLAHOMA STATE DEPARTMENT OF 12 |[Page
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Comprehensive Exit Report@
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This section provides instructions for the Reporfilegls section of the report. There is only one report
currently available for the Comprehensive Exit Repor

October 22, 2018

1 Countsby Report Category- Thisreport will list the countsof studentsby gradelevelfor each
ReportCategorythat existsfor the particularschool.

4 4 of1 [ |} 100% - Find | Next Select a format « Export ,ﬂ
State Certification Comprehensive Exit Report
District Name County / District
Example District 781001
School ID School Name Report Category Description Grade Level Student Count

781001705 Example School | 01- Graduated 12 a7

731001705 Example School 02 - Exited to another Diploma Issuing School 08 16

781001705 Example School 02 - Exited to another Diploma lzsuing School 10 2

781001705 Example School 02 - Exited to another Diploma lzsuing School 11 5

781001705 Example School 03 - Dropped Out 11 4

731001705 Example School | 0% - Dropped Out 12 1

731001705 Example School 12 - Finizhed Qut the Year ng 48

TEI001705 Example School 12 - Finizshed Out the Year 10 57

781001705 Example School | 12-Finished Out the Year 11 44

781001705 Example School | 12 - Finished Out the Year 12 3

781001705 Example School = 14 - Exited - Over Compulsory Age 12 1

Figure 2@; Report Example

OKLAHCMA STATE DEPARTMENT OF
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Comprehensive Exit Report@ October 22, 2018

4.1—Navigating the Report

On the ReportingTools pagechoosea report from the drop-down list. Thenif applicable select the
checkboxnextto District Reportandselectii K S dv-5 A Bofititing The District Report checkbois
optionalandshouldonly be usedby district usersto show all sites undea particular district Allreports
openupinanewwindow.

State Reporting Certification

l State Reporting Home Page I

[ Site Selector ] [On Screen Data Emry] [ Final Report

Reporting Tools

Select Site: [WATTs Hs 705) ~| [District Report
Site Status: In Process
Select a Report: |choose a Report! v [ View Report I

Choose a Report!
{ Counts by Report Category ‘

Figure 21 Reporting Tools Screen Navigation
P FOSNI Ot AO T AY3 daxASs wSLENI¢ || ySg aONBSy gAff
fromthedropdowno 2 E I 4 GKS (2L 2F GKS &AONBSYy o0S®3ad 9EO!
GKSY 0SS LINBYLIISR (2 SAGSKMEND &hKARYaES 20Nd LA V€D S¢y Ri KIS
you selected will appear. For this report, Excel is probably the best option to choose for viewing the
data.

{4 of1 b bl 100% =] Find | Next Ge\ect a format [=] Export E3|

Figure 22 Reporting Tools Screen Navigation Formatting
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Comprehensive Exit Report@ October 22, 2018
PC{ dZLISNA YOG SYREBYESWSALRYAAOACT

In this section we will reviewhow the District Superintendenis to & / S NtheAC®npéehensivéExit
Report.

5.1- Certifying the Report

Toofficially submithe reportto OSDEor reporting,the5 A & G NA QG  { dzZLISNA Y G SY RSy (i
button locatedon the Site Selector screenThis can onljpe done when all sitedisted are in the
Confirmedstatus.

State Reporting Certification

County/District Code:
(551012 - OKLAHOMA / EDMOND -

Select Site _Select a school site to review by clicking on the site name.

The Certify button will be enabled for the District
Q Superintendent when all Site Statuses are indicated as

Superintendent must Confirmed
CERTIFY for the report to
be officially submitted to
OSDE
Site Name Site Status

MEMORIAL HS (705) In Process

NORTH HS (715) Not Started

SANTA FE HS (720) Not Started

Figure 23 Certify Button

5.2- Releasing the Report

If a site hasalready confirmedheir report and theydetermine theneedto make some additional
changesthe District Superintendentias theauthorityto & w S £ $he siteBeport for themto goback
andmake changesn the On ScreerData Entryscreen.Doing this wilchange the reporsite status to
& LtyNE2 O #hé Principalwill needto re-confirm the report and then the Superintendent can
G/ SNIATEED
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State Reporting Certification =]

County/District Code:

dit Report Settings
‘551012 - OKLAHOMA / EDMOND % ‘

Select Site  Select a school site to review by clicking on the site name.

Superintendent can
"Release" to go back to the In
Process status to make

The Certify button will be enabled for the District
Superintendent when all Site Statuses are indicated as

Confirmed. changes
Site Name Site Status
MEMORIAL HS (705) In Process
NORTH HS (715) Not Started
SANTA FE HS (720) Not Started

Figure 24 Release Button

5.3- Decetrtification

If the Superintendent has already certified the report and $lite/district determines they need to
make additional changes to the report, they can call the OSDE-oeltdy their report. This will

put it back to the Confirmed status and allow the Superintendent to Release the individual sites that
need to makecorrections.
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